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STAFF KEGULATION RECORDS AND CORRESPONDENCE
FORMD HMAWAGEMENT FROGRAM

GENERAL

This instruction supplemsunts existing Agency Regulations and
es‘lab]._ishss a contiming Forms Program for the Staf?.
BACKGROURD

A Forms Menagement Survey hes recantly been completed in the Staff.
A dstermination hss been made as to vhich forms are official;

vhich are unofficial and of significant value to be made official;
vhich are obsolete forms to be destroyed; end vhich forms are rarely
used. This leaves us in good position from which to start & revitel-
ized FPorms Progrem.

About 100,000 pieces of paper result from official Staff forms
each year. Ifonlyﬁ%ofthiampsrendedupinmfﬂes, it would
oceupy sSpace equivalent to 12, four-drawer safes each year. Our need
for a strengthened forms program is obvious.

RESPONSIBILITY AND AUTHORITY

a. Division and Staff Chiefs or their designess will initially approve
or disspprove all requests foxr pew, revised, or reprint orders of
forms ueed within their sphers of responsibility. They will elsc
ensure that epprojriate concurrences have been coteined from other
components of the Staff or of the Agency as nseded.

b. '?;: Chief &xpggr;j&v%&;gm vi;%’prngjd:o:o:h: reviev ofga.ll "Requests
(1) Proper completion of Form 30
(2) Bnsuring that necessary concurrences have been obtained
(3) Preventing duplication of forms
(4) Correlating forms, procedures, sud issusnces

(5) Preventing the creation of unnecessary forms and coples
of forus.

c. The Administrative Officer, Bupport Division, who has bsen
designeted as the Staff Becords Officer, /RO, will act as
coordipator betwsen the 8taff and the Records Administretion
Btafs/p0S. He will provide staff assistance e needed. He may
ggiom?& approvel or disapprovel of a form %o the Chief, Support

sion.
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SUBMISSIGN OF REQUESTS FOR APPROVAL OF NEW (R REVISED FORMS

"Requests for Approval of Forms” (Form 30) will be comploted, signed
by the Division Chief or his designue, and submitted in duplicate %o
the /RMO together with the following:

{0.) Drast of nesv or revisad form

{2) If applicable, a copy of the proposed provedure regerding
use of ths new or rvevissd form

SUBMISSION CF REQUESTS FOR APPROVAL OF REPRINT OF AN EXISTING OFFICIAL
PORM

Send a copy of the latest edition of the requested form to the /RO
along vith an estimate of the nunber of copies needad to last ons year.

CHIEFP, STATP
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COMPARATIVE COBIS TO SIORE AND SERVICE (HE CU. ¥%. <F RECCRDS
(2000 PIECES GF PANER) PR CHE YEAR IN OFFICE SPACE
AND IN THE RECORDS CENTER

BQumnemt = = = = === m-mmma = § 32k $ .09

smca - e e e Eme S E®me e e e ©
M%s“m—n-n--u-----

$

$
Reference Service (Persommal Costs)e $ sS2.q $ 1.36
Total Cost to Store and Sarvice - - - $ 5915 $ 1.78

CALL RECORDS ADMINISTRATION STAFF -X2h68 -~ FOR ADDIPICNAL INFORMATION
ABOUT THE AGENCY RECORDS ADMINISERATIGE FROGRAM

NPT —
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£OSTS 7O STORE AND SERVICE ONE CU.FT. OF RECORDS {2,000 PIECES OF PAPER) FOR ONE YEAR.
1. AGEBCY (FFICE COTS
1. Equipment - The pro-rata cost for 8 cu. fi. capacity filing

equipment is $259. Amortized over 10 years, this equiyment
would cost $25.90 per year or $3.24 for cne cu. £%. capacity $ 3.2k

2. BSpace - One cu. ft. of records requires one sq. ft. of floor
space - ~ = - - - A I R I I - e e ewa- & 3.00

3. Cost to Store Cue Cu. Ft. of Records for One T - - & 624
L. Personnel -~ One empioyee GS-4 - $4,775, can sexvice %6 cu.

ft. of records { on Rand, "How to Heasure Your Filing

Costs and Rfficiency”).
5. Cost to Service One Cu. Ft. of Records Cor ONe Year » « = = = $ Lo.ph

6. TOXAL COST TO STORE AND SERVICE 1 CU. FP, OF RECORDS (ONE
BALF FILE DRAWER) FER YEAR IN OFFICE SPACE = =~ ~ ~ = = = = $ 55.98

II. AGENCY ARCHIVES AMD RECORDS CIHIFR COSTS
1. Construction Cost

a. Coustruction cost of Canter including équipment = - -~ - 2686,889.00

b. Total cost per year based on 20 yesrs amortigstion- - - S 34,34h.00
2. Space - Cost per cu. £i. per year besed on 103,380 cu. Ft.

capacily « « - = - - - A e e $ .33
3. Eguipment - Records Center BOY = - = = « & = = v = = = = - $ 09
b. Cost to Store One Cu. Fi. of Records for one year- ~ = - - - L2
5. Persormel - Figeal Vear 1964 - $127,500 in .01 funds %o

hazdle 95,738 cu. f. of records (62,452 on hand at end of

year, Disposition taken on 13,286 cu. T%. during the yesy).
6. Cost to Service One Cu. Ft. of Records per year in . :

Becords Conder - ~ ~ = = w = « - m s ee ... e o $ 1.33
7. TOTAL COSP TO BYORE AND SERVICE 1 C¥. ¥7. OF RECOWDS

PER TEAR IN RECORDS (EMIER = ~ » « - = R $ 1.75

CALL RECORDS ADMINISTRATION STAFF - XoL68 - FOR ADISZIONAL JIFORAATION
ABOUY THE AGERCY RECORDS MANACEREWY PROGRAM

engfuiefinfuuiiinfymi
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July 1964

COMPARATIVE COSTS TO STORE AND SERVICE ORE CU. FP. OF HECORDS
(2000 FIECES OF PAPER) FOR ONE YEAR IN CPFICE SFACE
ARD IN THE RECORDS CENTER

BAipent « - e e e o e e & 3.2k $ .09
SPALe = « + = w . me e e e e o $ _.3.00_ $ .33
Cost to Store - « = = ~ - - . $ 6.24 $ ho
Reference Service {Perscmnel Costs) -~ $ L9.7L $  1.33
Total Cost to Store and Bervice -« - - $  55.93 $ 175

CALL RECORDS ADMINISTRATYON STAFF - X2u68 - WOR ADDITIORAL IRFCEMAITON
ABOUT THE AGERCY RECORDS MARAGEMENT PROGRAM
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.  AGENCY OVFICE COgTS

1. Equipmnt - The pro-reata cost for 8 cu. £%. capacity Ciling
eqnipment is $250. Amorbized over 10 vesrs, this equipment

would cost $25.90 per yw or $3.21+ for one cu. £%. capacity $

2. Space - Qoo cu. £3¢ of records requ:l.ma cne sg. £&. of ﬂaor

smce--unam--m-m—“--uomamo uuuuuu
i .

3. Cost to Store Oe Cu. Ft. of Records for (ne Yepr - ~ = ~ =

%, Persarmel - One emgloyss GS-4 - 34,775, can servics 96 ou.
£%. of records ( Rangd, "How to Measure Yowr Filing
Cogta and Efficiency” ).

5. Cost to Service Ope Cu. Ft. of Records for One Year - - « -

6. TOPAL COBT TO STORE AND SERVICE 1 CU. FP. & REBCORDS (OHS
mmmm}mmmmmsym R

1. Construction Cost

G0 SECRE AND SERVICE ORE CU. FZ. OF RIK:(RDB {2,000 PIRCES OF PAFER) FOR CNE YRAR,

3.25

. $ h’Sfo ?l“

5596

8. Construction cost of Center intluding equipment - - - - $636,88¢.00
b, Total cost per year besed on 20 yesrs amertizations.- - $ sh,3hb.00

2. S8pace - Cost per cu. £t. per year based on 103,380 eu. 5.

mei B O #R S S e Gn e e W e W BT e W B W M AP M M O5 A A am e

3. Equipment - Records Contor BOX o = = = = = o= = o = = = = = $
b, coattomcmm.w.ornemmmm_---.a

5, Personnel - mwm&-m,mm .01 funds to
bandle 95,738 cu. £t. of recceds (82,452 on hond at end of
yeax, Disposition taken on 13,2086 cu. £6. during the yesr).

6. Cost to Service One Cu. Ft. of Reconis per yeer in
R’Bcomcemr".U'-Qﬁ&ﬂ-nnuﬁo-n--,u.‘*

7. TOPAL COST TO STORE AND SERVICE 1 CU. FT. GF RECCRDS
FER YEAR IN BRCORDS CENIER = - = = = = = = v = = == = == §

"‘AI.& RECORDS ADMINISTRATION STAFY - X2u68 - POR AIDITIOHAL INPORMATION
ABOUT m AGEFCY RECORDE MANACEMERNE FROGRAM
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